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School Inquiry
School inquiry provides the ability to view an individual school’s details, calendars, staff list, classes, or
student list.

To query for a School:

1. From the Menu Navigation Bar, click School.
2. From the School Search screen, enter in the desired School criteria.

3. Click Go.
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4. From the School List screen, click on the Additional School Information drop down list box.

5. Select the desired option.
6. Click Go.

Additional School Information
Drop Down



EIS User Manual 53

School Detailed Info Inquiry
To query for School information:

1. From the Menu Navigation Bar, click School.
2. From the School screen, query for a School.
3. From the School List screen, click on the Additional School Information drop down list box.

Additional School Information
Drop Down
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4. Select School Details.
5. Click Go.

The School Details information is linked to the SDE Directory web site.
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School Calendar Inquiry

To query School Calendar:

1. From the Menu Navigation Bar, click School.
2. From the School screen, query for a District.
3. From the School List screen, click on the Additional District Information drop down list box.

4. Select Calendars.
5. Click Go.

6. From the School Calendar List screen, select Details.
7. Click Go.

Additional School Information
Drop Down

Details Link
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School Practical Exercises

Exercise 1:

Search for North City Elementary, District 2, School No 25.

Exercise 2:

Search for Athens Junior High School, District 2, School No 5. Display the Staff List for the school.

Exercise 3:

Search for Athens Junior High School, District 2, School No 5. Display the School Calendar Details.

Exercise 4:

Search for Athens Junior High School, District 2, School No 5.  Display the Classes.

Exercise 5:

Search for Athens Junior High School, District 2, School No 5.  Display the Student List.

Answers to the Practical Exercises can be found in the Appendix.
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Staff Inquiry
Staff inquiry provides the ability to view available information on staff members. It will also provide an
individual Staff member’s Staff Assignments or Licensure details.

To query for a Staff member:

1. From the Menu Navigation Bar, click Staff.
2. From the Staff Search screen, enter in the desired Staff criteria.
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3. Click Go.

To query for Staff Assignments:

1. From the Menu Navigation Bar, click Staff.
2. From the Staff screen, query for Staff.
3. From the Staff List screen, click on the Additional Staff Information drop down list box.

4. Select Staff Assignments.
Additional Staff Information

Drop Down
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5. Click Go.
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Licensure Inquiry
Licensure inquiry provides the ability to view Licensure details. The Licensure information will be
reloaded each business day to insure accurate and current information.

To query Staff Licensure information:

1. From the Menu Navigation Bar, click Staff.
2. From the Staff Search screen, click on Licensure Search.

3. From the Licensure Search screen, enter in the desired Licensure criteria.
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4. Click Go.

5. From the Licensure List screen, click on any name to view Staff Licensure details.
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Staff Practical Exercises

Exercise 1:

Search for Bonita Kriss.  Display Staff Assignments.

Exercise 2:

Display the details for one of Bonita Kriss’ courses.

Exercise 3:

Display the Class List for Bonita Kriss’ classes.

Exercise 4:

Using the wildcard search function, search for all staff with the last name beginning with “T”.

Exercise 5:

Display the Staff List for School 5 in District 2.

Answers to the Practical Exercises can be found in the Appendix.
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Student Inquiry
Student inquiry provides the ability to view all information relevant to an individual Student. Student
information available includes student details, special education information, daily attendance, class
schedule, disciplinary actions, etc.

To query Student information:

1. From the Menu Navigation Bar, click Student.
2. From the Student Search screen, enter in the desired Student criteria.
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3. Click Go.

To view Student information:

1. From the Menu Navigation Bar, click Student.
2. From the Student Search screen, query for a Student.
3. From the Student List screen, select any criteria from under Additional Student Information.

4. Click Go.

 Any criteria available from the Additional Student Information drop down list box may be viewed
from this screen.

 An example of the output received from each selection is listed on the subsequent pages.
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Student Details Example

Student Special Education Example
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Student Daily Attendance

Student Class Schedule Example
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Student Disciplinary Actions Example

Student Enrollment Info Example
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Student Enrollment History Example

Student Previous Identification Info Example
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Student Problem Enrollment
The Student Problem Enrollment search identifies all students that have a problem with their enrollment.

To view Student Problem Enrollment:

1. From the Menu Navigation Bar, click Student.
2. From the Student Search screen, click on Student Problem Enrollment Search.
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3. From the Student Problem Enrollment Search screen, enter in the desired Student criteria.
4. Click Go.
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Student Practical Exercises

Exercise 1:

Display the Student Details for “Joseph Besure”.

Exercise 2:

Display all students in the 7th grade for District 2.  Change the list sort to descending order by name.

Exercise 3:

Display the Student Problem Enrollment for “Miranda Greer”.

Exercise 4:

Display the Special Education Information for “Miranda Greer”.

Exercise 5:

Display the Daily Attendance for “David Bedfird”.

Exercise 7:

Display the Enrollment Information for “Michael Bee”.

Answers to the Practical Exercises can be found in the Appendix.



EIS User Manual 73

Class Inquiry
Class inquiry provides the ability to view all information relevant to an individual class. Class information
available includes teaching methods, class type, current teacher assigned, course detail, student lists, and
staff lists.

To query Class information:

1. From the Menu Navigation Bar, click Class.
2. From the Class Search screen, enter in the desired Class criteria.
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3. Click Go.
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To view Class details:

1. From the Menu Navigation Bar, click Class.
2. From the Class Search screen, query for a Class.
3. From the Class List screen, click on the Additional Class Information drop down list box.

4. Select Class Detail.
5. Click Go.

 Additional details concerning this class can be accessed via the side navigation menu options.
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Class Practical Exercises

Exercise 1:

Display a Class List for School No. 5 in District No. 2.

Exercise 2:

Display a Class List for staff member with Last Name of “Gunter”.

Exercise 3:

Display a Class List for all classes with a VEPC of “VOC - TE”.

Answers to the Practical Exercises can be found in the Appendix.
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Course Inquiry
Course inquiry provides the ability to view all information relevant to an individual course that SDE has
approved. Course information available includes program area, classification, category, endorsements,
and classes associated with a course.

To query Course information:

1. From the Menu Navigation Bar, click Course.
2. From the Course Search screen, enter in the desired Course criteria.

3. Click Go.
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To view Course information:

1. From the Menu Navigation Bar, click Course.
2. From the Course Search screen, query for a Course.
3. From the Course List screen, click on the Additional Course Information drop down list box.

4. Select Course Detail.
5. Click Go.

 Course Endorsements listed in parentheses represent an AND situation. A staff member must have
all of the endorsements in the parentheses. Course endorsements separated by commas represent
an OR situation. A staff member may have any endorsement listed between commas.
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Course Practical Exercises

Exercise 1:
Display a Course List for School No. 5, District 2.  Sort the list by Course Name in ascending order.

Exercise 2:
Display Course Details for Course Code “706”.

Exercise 3:
Display all courses with the Abbreviated Name of “Sci”.

Exercise 4:
Display all course with the Category of “VOC”.

Answers to the Practical Exercises can be found in the Appendix.
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Report Approval Process
Once a District corrects all of the errors and validates the reports, the Director will log on and approve the
reports.  At that time the approved version of the reports will be assigned a date and version number.  If
there are any errors or data loaded conditionally that has not been corrected, the Director will not be
allowed to approve the reports.  An error report will be provided with the outstanding errors.

The reports will be evaluated by SDE only after the Director has approved the reports.  If it is necessary
for further changes to be made, a new set of reports will be created with a new version and date.  If the
Director approves these reports, this version will also be held with a date and version number.

Due to multiple reporting periods and the possibility of multiple data versions, a previously approved
report could change to an unapproved status. The following example will clarify this possible change.

Step 1:  SDE makes report data available for viewing by District D.
Step 2:  District D approves their report.
Step 3:  Data submitted from District B created conditional errors which changes District D’s

report.
Step 4:  SDE creates a new District D report with a new report version number.
Step 5:  District D must view a new report and submit extract corrections. Conditional errors will

be present at this time.
Step 6:  SDE creates a new District D report that replaces the previous report.
Step 7:  District D approves the corrected version of their report.
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Report Approval

To approve a report:

1. From the Menu Navigation Bar, click District.
2. From the District Search screen, click on Report Period Approval.

3. In the Status column, click on Check Box to Approve to select each report for approval.
4. In the User ID box, type your user name.

User ID box Check Box to
Approve
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5. Click Submit Report.

The approval name and the date and time approved are recorded for the report that has been
selected.

Approved By Approved Date & Time
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Standard Report Objectives

 Accessing District Level Reports

 Accessing School Level Reports
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Standard Reports

A variety of reports are available with EIS.  A District or School will have access to their individual
reports for viewing and exporting.

Accessing District Reports

To access a district report:

1. From the Menu Navigation Bar, click District.

2. From the District Search screen, click Standard Reports.
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3. From the Available State Reports screen, select the Report Level, “District.”

4. From the Available State Reports screen, select the desired options from the drop down list boxes.
5. Click View Report.

An example of the output received from each selection is listed on the subsequent pages.

 If you receive a Security Warning as in the example below, you must click Yes to proceed.

Year Report Level

Duration

Reports District
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Director’s Membership/Attendance – District – Annually Example

Net Enrollment – District – Annually Example
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Vocational FTEADM – District – Annually Example

Membership Summary – District – by Period Example

 For a definition of all Standard Reports, visit http://www.state.tn.us/education/eis/eisreports.htm.
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Accessing School Reports

To access a school report:

1. From the Menu Navigation Bar, click District.

2. From the District Search screen, click Standard Reports.
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3. From the Available State Reports screen, select the Report Level, “School.”

4. From the Available State Reports screen, select the desired options from the drop down list boxes.
5. Click View Report.

An example of the output received from each selection is listed on the subsequent pages.

Year Report Level

Duration

Reports

District

Schools
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Director’s Membership/Attendance – School – Annually Example

Net Enrollment – School – Annually Example
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Roster of Graduates – School – Annually Example

Vocational FTEADM – School – Annually Example
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ADT – School – by Period Example

Membership Summary – School – by Period Example
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Deficiency Report – School – by Semester Example

Preliminary School Report – School – by Semester Example
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Preliminary Staff Report – School – by Semester Example

 For a definition of all Standard Reports, visit http://www.state.tn.us/education/eis/eisreports.htm.
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Standard Reports Crystal Functions

Standard Reports may be printed or exported from the Crystal Report Viewer.

To print a standard report:

1. From the Crystal Report Option Bar, click the Print Report Icon.

To export a standard report:

1. From the Crystal Report Option Bar, click the Export Report Icon.

2. From the Export dialog box, click on Browse.

3. Click Ok.
4. To save the file, navigate to the desired folder and type in a file name.

5. Click Save.

Refresh DataPage Navigation Find Data

Report in ProgressPrint Report Export Report
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Getting Help Objectives
 Access Online Help

 Receive Product Support
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Access Online Help

Online help is available from any screen within EIS. The Help feature is context sensitive. For example, if
Help is accessed on the District screen, the Help screen will display all help information for District
element names and a description. The Search Index provides the capability of searching individual pages
or elements.

To access online help:

1. From any screen, click on the Help button.  The Help screen will display all information for the
current screen.

6. To select a new Help screen, click on the Search Help button and select an item from Page or
Element.

7. When finished with the Help screen, close the browser window.

Help button

Help Page drop down list box

Help Element drop down list box

Search  Help button
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Help Practical Exercises

Exercise 1:

Find and display the Help information for Staff Assignments.

Exercise 2:

Find and display the Help information for the Staff Licensure Details.

Exercise 3:

Find and display the Help information for Student Details.

Answers to the Practical Exercises can be found in the Appendix.
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Product Support

For technical assistance, please contact the EIS Help Desk.

Address Phone

State of Tennessee Department of Education
Andrew Johnson Tower

Attn:  EIS Help Desk, 7th floor
Nashville, TN  37243-0375

615-532-6215
1-800-495-4154 toll free

Email

eishelp@mail.state.tn.us

Support Hours

Monday – Friday
8:00 – 5:00 CST

Fax

615-532-5303

Web Sites

EIS Website
http://www.eis.state.tn.us

EIS Training Website
https://www.eis.state.tn.us/training

User ID:  dst1
Password:  watermelon

or
User ID:  dst2

Password:  watermelon

EIS Manual & Training Information Website
District EIS Contacts, Error Messages, Pilot

Timeline, & Listserv Instructions
http://www.state.tn.us/education/sm_menu.htm

Tennessee School Directory Website
http://www.k-12.state.tn.us/SDE/

Minimum Browsers Supported:  IE 4.01 SP2 and Netscape 4.08
Best Screen Views:  800x600 or 1024x768
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Personnel and Security Access

Personnel Access

Both District & Local School personnel with an EIS Login ID can access:
• Teacher licensure / Endorsement information
• Student Enrollment Information

District personnel can:
• Access all respective District information
• Upload District / School information
• View, print, or download District/School reports
• View District Level Error Reports
• Approve District reports

School personnel can:
• Access all respective School information
• View, print, or download School reports
• Download local school data
• View School Level Error Reports

Security Information
• Each person accessing EIS must use a login ID & password
• Individual schools & districts will only be able to view their respective information
• All information contained within EIS should be regarded as personal & confidential and treated as

such
• No public access will be available to information contained within EIS


